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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R12
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Angela Harris
	SUPERVISOR'S CLASS: BSO I (Supervisor)
	personnel analyst: SCM
	personnel date: 7/26/12
	PERCENT OF TIME: 60%30%
	activity: POSITION SUMMARYUnder the supervision of the Business Services Officer I (Supervisor) in the Materials Management Unit (MMU) of Purchasing Services, the incumbent performs journey person warehouse work in the receipt, storage, inventory, issuance, and delivery of materials.  The incumbent will use power or non-powered warehouse equipment to move and handle materials as necessary; will operate motor vehicles for the delivery and pick-up of materials; and will provide receiving, inspection, warehousing, ordering, and distribution support at the Central Warehouse (1730 14th Street) or the Printing Production Warehouse (1400 Enterprise Blvd.)ESSENTIAL FUNCTIONSThis position requires the Warehouse Worker to work cooperatively with all levels of DWR staff.  The incumbent will receive daily assignments from the Business Services Officer I (Supervisor) or the acting supervisor.  Basic computer knowledge and skills are required.  The incumbent must, maintain regular, consistent and predictable attendance, exercise good judgment, and possess integrity and dependability.  The specific essential duties are:Load and unload vehicles and trucks of freight, supplies, and materials; transport material to specified areas either by hand or by use of powered or non-powered warehouse equipment.  Handle all receiving, unpacking, and checking of incoming material against packing slips or bills of lading to verify items and quantities received; palletize, label, stock, and restock shelves, bins, or other storage facilities; select and pull specified items and deliver them to assigned work areas within unit.Assist other MMU staff in maintaining inventory accountability, warehousing, and delivery of items and materials for the Public Affairs Office; Records and Content Management; and Printing, Imaging, and Mail Services; including the Printing Production warehouse in West Sacramento.
	classification: Warehouse Worker
	appointee: Vacant
	dwr position number: 0680-6220-xxx
	sap personnel no: 
	sap position number: 50000803
	division: BSO/Purchasing Services/Materials Management
	mcr: 1
	percent 2: 10%
	activity2: Conduct periodic inventory of the supply rooms and the warehouses, and occasionally at other DWR warehouse locations statewide, in accordance with MMU policies and procedures.Maintain all warehouse equipment, keeping it properly charged, maintained, and ready for operation as needed; maintain vehicles, keeping them properly fueled or charged and serviced for transportation operation; and keep all warehouse floor and storage areas clean and orderly for a safe working operation.OTHER RESPONSIBILITIESThis position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.KNOWLEDGE, SKILLS, AND ABILITIESAbility to understand, learn, and use electronic data processing systems; e. g., Microsoft Office and SAP inventory management software.  Ability to read and write English; perform heavy physical labor; operate motorized material handling equipment; work independently and effectively; and communicate effectively.SPECIAL REQUIREMENTSMust be able to move up to 80 pounds.  The moving and lifting of furniture, equipment, boxes, cans, printed materials, and supplies is necessary when operating within a warehouse and delivery environment.  A valid California Class C driver's license is required for operation of cargo vehicles.  A Forklift Operator training certificate is required for forklift operation.  May be required to work overtime at certain times of the year.  
	supervisor name: Angela Harris
	employee name: 


